4/19/2006

PAYROLL REPORT BY PAY PERIOD (PRPP)
INSTRUCTIONS

* Follow theinstructions on accessing the web site using “INSTRUCTIONS TO ENTER
FINANCIAL DATA WAREHOUSE WEB SITE”.

* Thereport isweb based and the data updates every time you run the report. The database
is updated nightly, but payroll isrun only every 2 weeks.

Step 1.

3 APHIS Home Page - Microsoft Internet Explorer =
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Fayroll Reparts

Updates Security
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Problems Probhlems Problems
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Ronda Bishop

301734 8317

BE T G

1. <Click>on*“Payroll Reports’. Thisiswherethe Payroll Report by Pay Period (PRPP)
islocated.
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Payroll Report

75— ) ) B B =P

2. <Click> on the Payroll Report by Pay Period. Thiswill automatically load your Brio
plug-in application. You will either have Brio Quickview or Insight.

Note: There are two Payroll reports: the Payroll Report by Pay Period (PRPP) and the
Payroll Report by SSN and BOC (PRSB).
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Step 3
& Netscape or Explorer
toolbar only useto
N access the web.
#-Netscape

Process Button.

Brio set of toolbars.
The ones you want to
be using when

accessing Brio.

Mo results set available, report has not been calculated

3. <Click> on the Process button on the second set of tool bars. The first set of tool bars
are to run Netscape and the second set is for the Brio program. From this point on all
Buttons discussed will be the ones for Brio.

Step 4.

Wh34p390.0ce

4. You will then have to connect to warehouse. At the “Host User” <type>inyour User ID
number. At the “Host Password” <type> your password for the Datawarehouse. Press
<enter > when finished.
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Step 5:

Limit: Rscal ¥Year

—

Fecalvesr || Ganea |
A

5. <Click> on the year. <Click> OK buttons.

Step 6:

Limit: Fscal Month

6. We recommend that you <Click> Ignore hereif you are going to be selecting pay
periods. You must select either months or pay periods. If you choose to select a month,
<click> the months or months desired, and <click> on the OK button.
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Limit: Pay Period Proceszed

7. <Click> on the Pay Period Processed. <Click> on the OK button. If you chose to select
amonth, remember that your month and pay period should match up or you will not pull up

any data. To <click> more than one item use the shift key which highlights one continuous
group or use the Control (CTRL) key which allows you to pick up non consecutive items.

Step 8:

Limit: Org Level 1

=

CiNet [-Eoual [
XA

=

-
—

8. Inreporting Org Level 1 <click> on your division or region. <Click> on the OK button.
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Step 9.

Limit: Org Level 2

Cinet [-Equal

-

9. <Click> onyour Reporting Org 2 which isyour Branch or Area/State. <Click> on the
OK button.

Note: you can also usethe Ignore button if you don’t want to specify to thislevel.
Support Units should <click> Ignore.

Step 10:

Limit: Organization

—

CNot [-Ews ]| Cancel |
XA

o101 -]

10. <Click> on the Organization and <click> on the OK button. (Middle 4 digits of the
program (accounting) code.)
Note: you can also use the Ignore button if you don’t want to specify to thislevel.
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Step 11:

Limit: Program

11. <Click> on the Program(s) which is the Accounting code minus the Budget Fiscal
Year. <Click> onthe OK button.

Note: you can also use the Ignore button if you don’t want to specify to thislevel if you
are choosing mor e than one program code.
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Step 12:

- Netscape

Stap
http:/ #dw.usda.gowv/production/aphis/ 3dprpp.boy |—| £l

UNITED STATES DEPARTMENT
ANIMAL AND PLANT HEALTH INS
PAYROLL REPORT BY P

PAY PERIOD PROCESSED: 0

REPORT NAME: PRPP
RUN DATE:  04/10/01 11:37 Ah

Begin Budget FY: 2001 Fiscal Year: 2001
Org Level 2:

Org Level 1: 3400 3403

Hours Regular Pay Other Pay

12. You have successfully pulled up a PRPP.
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